UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
WASHINGTON, D. C. 
August 25, 1933. 


General Office Order No. 1 


Subject: Classification of the unclassified 
personnel in the Agricultural Ad- 
justment Administration 


In view of the need of getting the Agricultural Adjustment 
Administration personnel all clessified prior to September 15, 1933, 
the following procedure is hereby established: 


1. 


All unclassified personnel in the Agricultursl Adjustment 
Administration are requestec to prepare clessificetion 
questionnaires (instructions and forma attached hereto) 
which, upon completion, will be reviewed, amended if neces- 
Sary end aporoved by each section and division head as set 
forth in the forms. 


Messrs. J. L. Keddy and James BE. Jones, and Messrs. L. L. 
Evens and B. B. Hackett of the Departmental Classification 
Office will assist the unclassified personnel in outlining 
their duties, resvonsibilities and qualifications for the 
job to which assigned, in so far as possible. 


All questionnaires are to be forwarded to Room 2le aAdmin- 
istration Building, care of J. L. Keddy, not later than 
1 P.M., Saturday, September 2, 1933. 


Messrs. J. L. Keddy and L. L. Evans will review the question- 
naires, will assign tentative grades and show the minimum 
and maximum of the salary renge. 


Upon completion of this tentative grading, conferences will 
be held by the following nersons: The section and division 
heads immediately affected and Messrs. G. N. Peek, Charles J. 
Branc, Glenn McHugh, J. L. Keddy, Fred J. Hughes, James EK. 
Jones and lL. L. Evans, for the nurpose of determining the 
grades to be established. 


Hereafter all future non-civil service apnointments will be 
classified prior to completion of the appointment papers 
sccording to the same procedure outlined above. 


Charles J. Brand Pee ih George N. Peek 
Coadministrator ee Administrator 


Mh ect Kien 


ATE! 
am 
" s 
i 
F 
> 
* 
* + 
a its 
j toe 
. K ie 
% 
Ts", } 4 + i 
e" ' 
’ 
‘ a 
- 
ay 
- is ') 
F mi 
i Pig 
ane r& 
iF ay 
i Ge 
} i 
me 
) 
. aca 
A "a yi 
‘ My 
* 
2 ee) 
t 
* 
i, - 
, 
oa é if a 
s r 
= 
¥ 
. ‘ 
x 7 
x) 
+ 2 
od ' : 
dni 
= Se 


INSTRUCTIONS TO UNCLASSIFIED PERSONNEL FOR FILLING OUT 
CLASSIFICATION QUESTIONNAIRES 


Purpose of Questionnaires: The Agricultural Adjustment Adminis- 
tration has been called upon to classify all unclassified personnel in its 
organization. To do this, it will be necessary to prepare individual classifi- 
cation forms for the unclassified personnel in each office and division. Complete 
and accurate information as to the duties, responsibilities, end qualifications 
is important in this connection. By presenting this questionnaire it is intended 
to give opportunity to the various officers and employees st present unclassified 
to make their own statement about their own position. With this thought in mind, 
each person concerned is requested to execute one of these forms covering his 
position in accordance with instructions that follow on this sheet. 


Suggestions to Esch Officer and Employee as to Filling Out His Own 
Questionnaire: A copy of the form to be filled out is atteched to these instruct- 
ions. On account of the short space of time to complete these questionnaires it 
is requested you file your completed form with your immediate chief not later than 
the close of business, August 31, 1933. 


Read the questionnsire through carefully before you begin to 
answer. Then go back end prepare your enswers, It is suggested that you first 
write your answers on & separate sheet and then compare them with the questions. 
When you are sure thet you have replied completely end accurately to what has 
been asked by each question, copy the answers into the spaces provided. 


Write ell your answers on the questionnaire in ink, or better 
still, typewrite them if that is practicable. If you are in doubt as to any ques- 
tion ask your immediate superior. He will help you and secure the necessary infor- 
mation for you if he does not have it. 


How to Answer the Questions: The proper enswers will be clear in 
most ceses from the questions. the following additional exvlenations, however, 
may be helpful: 


QUESTION 9. This is the most importent pert of the questionnaire - 
an andlysis of your job. Make your answer so cleer and complete that any one 
reading your description will cbtain a definite idea of the work that you do. 

Write down what you work at in the course of the day, the week, and the month in 

sequence of action if possible. Describe first the duties that take up most of 

your time. Then, in a separate paragraph, describe your second most important 

work, and so on until you come to enter the special duties that you deal with 
i) only occasionally, as once a week or once @ month. 


General expressions such as “editing work'' are not enough. If 
your work is that of an editorial nature tell the kind of editing done, the things 
you edit, etc. Similerly, as to any other kind of work be as definite and 
specific as you can. Number your paragrevhs and on the margin at the left of 
each paragraph indicate as near as you can estimate the distribution of your 
time among the various kinds of work, thet is, opposite each of the paragraphs 
describing the kind of work that you do, make an entry showing what part of your 
total time the work described consumes, such as 75%, 10%, 2%, etc. What we want 
is a fair idea of average relative volume of the kinds of work done. This, of 
course, will not apply where duties are of a purely executive nature and time 
is devoted to outlining policy and procedure and attending conferences, etc. 


QUESTION 10. Give the neme and title of the person who is next 
in line above you in authority and responsibility for the work you do. This is 
the person from whom you ordinarily receive instructions and to whom you report, 
not the head of the section or division unless you ordinerily receive instruc- 
tions from him and report directly to him. 


QUESTION 11. Tell how close is the suvervision that is exercised 
over your work. Some employees wort with almost entire independence, being held 
responsible by their superiors only for producing results. Others are left 
rather free to carry out work under general plans end progrems prescribed for 
them. Still others are required to follow a rather rigid routine or the details 
of their work are subject to close and constant oversight, inspection and review. 
Tell what kimd of sunervision your work receives. 


QUESTION le. Do not say you are responsible for supervising 
others unless you actually have authority to assign or direct their work, or have 
discivlinary control over them. The mere instruction, checking, and proof-read- 
ing of the work of others does not in itself involve such authority or control. 
If you actually supervise others, that is, are responsible for their performance 
or conduct as employees, list their names and titles of their positions; if the 
number supervised is greater than six indicete only the titles end salaries 
(or classificetion grades, if they are clessified), and how many in each grade. 
Explain just what your supervision amounts to. Do you assign work, merely 
maintain order, train and instruct, have general responsibility for the work 
and conduct of those under you, or what? If you share immediate supervisory 
responsibility over some employees with other supervisors, so indicate, men- 
tioning the other supervisors by name. 


QUESTION 13. In the event the duties upon which you are engeged 
are of such a nature as to require you to possess special qualifications in 
order to produce desired results, indicate under this question just what those 
particular qualifications are. for instance, if you are working on a special 
commodity such es wheat and your duties can be performed only by a man with 
certain experience along specialized lines in connection with wheat, indicate 
the kind of knowledge and training you should have in order to meet the require- 


ments of your vosition. 


QUESTION 15. Do not sign the questionnaire until you have checked 
the enswers and gre certain that you can honorably certify to them according to 
the terms on the certificate. Only when fully satisfied that you have msde your 
answers correct and complete should you date and sign the certificate. 


Information for Sunervisory Offices: It is desired thet the ques- 
tionneires be filled out by the individual emnloyee or at their dictation or 
direction. Then they should be examined by both the immediate superiors of 

the employees and the heed of the division so that the completed questionnaires 
should present authoritative statements cvoth from the voint of view of the 


employee and from the supervisory and adninistretive point of view. 


The immediste superior should first inspect the answers of each 
employee under him, as soon as he receives the questionnaire from the employee, 
then fill in his own answers in the designated spaces and manner. He should then 
turn the questionnaire, together with those of any other employees under him, 
over to his immediate superior, who in turn should assemble the questionnaires 
that he receives and vass them along to his immediate superior until they reach 
the chief of division. When the chief of division has completed the form he 
should send all of the questionnaires covering employees of his division to 
Room 212, Administretion Building, c/o J. L. Keddy. 


Please do not make any chenges in the enswers of employees, or 
any entries except in the space provided for suvervisory enswers. I1f more space 
is needed, attach a separate sheet. 


Both the individuel emmloyee end the superiors are urged to take 
this questionnaire seriously and not to vass it with a mere nerfunctory inspec- 
tion. Though the Agricultureél Adjustment Administration has other sources of 
informetion, and the information on this questionnaire will thus be subject to 


some check, it is intended that these individual sheets shall furnish a reliable 


record of emvloyees! duties. 


Charles J. Brand, George N. Peek, 
Coadministrator Administrator. 


y : Leave Blank. 


CLASSIFICATION QUESTIONNAIRE 


Neme of Employee: 


Where located in A.A.A. ’ 
Division Section 


Title of Position: , Salary ¢ 


Education: Elementary (yrs.): High School (__yrs.) College (arene 


Colleges attended, and degrees received: 


Specisl Quelifications and experience: 


Are you required to establish policies end/or procedures? 


Does your work require you to address meetings and make telks expressing 
policies of the Administration? 


Description of Duties: Describe the work that you do. Use a separate pare- 
graph for each kind of work. Take the most important kind first, that is, 
the kind that takes up most of your time. Explain it fully, Then take up 
the next most important, and so on, putting the special or occasionel cuties 
last. Be sure to meke your descrivtion definite enough end in enough detail 
to give a clear picture of the work. In the column at the left give your 
best estimate of the frection or percent of your total working time that is 
taken uo by each kind of work described. 
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9 9. Description of duties ~ cont!4, 


10. 


il. 


le. 


‘use separate sheet if necussary) 


Name and Title of immediate suverior: (Person directly in charge of your work). 


Supervision Exercised Over your Work:Describe the kind end extent of super- 
vision you receive in the performance of your work, that is, whether you work 
under close supervision, or more or less independently with only general direc- 
tion, or something between the two. Be specific. 


Supervision over Others: If no emmloyees are suvervised, write "none." If 


more than 6, groun them by classification grades or salaries, indicsting how 


many of esch grade, and not the names, In either cése describe the nature of 
the supervision in a manner similar to that explained under the next preceding 


question. 


How Many Class. Grades Names Nature of Suvervision 
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1}. State reasons (if any) why your Position Requires you to Possess Certain 
Knowledge Peculiar to your Work: 


14. If you know anyone else in the Agricultural Adjustment Administration who 
performs duties comparable (or similar) to yours, give their names: 


15. I certify thet the entries to the foregoing questions are my own answers, 
end to the best of my knowledge and belief are correct and complete. 


Signature 
Date: of Employee: 


— ee 


To Be Filled Out By Immediate Superior of Employee: 


16. Statements in correction or amplification of answers by employee: 


17. 1 certify that, to the best of my knowledge and belief, the entries by 
the employee and myself hereon are true and complete answers to the ques— 
tions, except as indicated under Question 16. 


Date: 


Signature of Immediate Superior. 


Title of Immediate Superior. 


18. 


19. 


20. 


Date: 


To Be Filled Out By Chief of Division 


Statements in correction or amplification of questions by employee or 
his immediate superior. 


Further comments on the work or qualifications necessery to perform the 


duties of the position. 


I certify that, to the best of my knowledge and belief, the entries by 
the employee and his immediate suverior hereon, are true and complete 
answers to the questions, except as indicated in answer to Question 18. 


Chief of Division 


AGRICULTURAL ADJUSTLENT ADUINISTRATION 
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GENERAL OFFICE ORDER NO. e 
September-e5, 1935 
SUBJECT; ZSTABLISEING AN OFFICZ OF COORDINATION. 


There is hereby established, under the general direction of the 
Administrator, an Office of Coordination, to be jointly administered 
by Messrse He. P. Seidemann and de le Keddy, who, together with such 
staff assistants as may be assigned, will be responsible for the follow- 
ing functions: 


1. To examine and make recommendations to the Administrator 
respecting proposed commodity programs wich will require 
coordination with other divisions in the Agricultural Ad- 
justment Administration or cooperation titan other Devartment 
of Agriculture agencies or other departmental or independent 
AELeNCciEes. 


2, To assist in drafting or to draft proposed general or special 
office orders or general or special circulars, specifying 
exactly what organization, forms and nrocedure are jointly 
agreed upon in conference with the divisional and sectional 
representatives concerned, subject to approval py the Admin- 
istrator. 


3. To advise with officers of the several divisions, for tne 
purpose of perfecting their organization, procedure and forms 
and determining their requirements as to number of personnel, 
special equinment and space, and to make recommendations in these 
matters to the Administrator prior to forwarding the necessary 
napers to the Administretive Division for axecution, in order to 
insure proper staffing of offices and to avoid overlapping of 
jurisdiction and duplication of work. 


4, To survey all positions in the Administration, both classified 
and unclassified, existing and proposed, to establish a uniform 
classification of positions of like character and importance for 
salary fixing purposes, subject to approval by the Administrator 
and to represent the Administration before the Civil Service Com- 
mission and/or Bureau of the Budget on all questions of salary 

> classifications 


5. To prepare the annual estimates of receipts and expenditures of 
the Administration for approval of tue Administrator and sub- 
mission to the Departmental Budget Officer and to recomnend for the 
approval of the Administrator the annual and special allocations 
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of funds from the annual appropriation to the several divisions 
and sections based on allotment requests submitted by the latter. 


To receive, prior to issuance, coordinate and make recommendations 

to the Administrator concerning oll oroposed instructions (affecting 
organization, procedure end forms) prepared by section, division and 
office heads for issuance to their own and/or cooperating personnel 
(such instructions to be prepared for the signature of the Adminis- 
trator) and to maintain subject indices and files of all instructions 
approved and issued. 


Charles J. Brand, George Ne Peek, 
Coadministratore Administratore 


je uth UNITED STATES DEPARTMENT OF AGRICULTURE | 
\) AGRICULTURAL ADJUSTMENT ADMINISTRATION. / 


Sevtember 30, 1933, 


GENERAL OFFICE ORDER NO. 3_ 


1. There is hereby created, effective Qctober 1, 1933, under the gen- 
eral direction of the Executive Assistant, the position of The Administrative 
Officer, Asricultural Adjustment Administration, and Colonel Robert Davis, is 
hereby designated such officer, temporary location, Room 209, telephone exten- 
Sion 380. 


2, The following named sections are hereby established, subject to the 
general supervision of The Administrative Officer: 


- Code Control and Records 

- Personnel 

~ Supplies, Hquipment and Space 
Stenogsraphic and Reporting 

~ Printing and Duplicating 

- Mail and Files 
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5. Hereafter all office regulations, general and special office orders, 
office memoranda and bulletins, etc., as classified hereinafter, affecting the 
personnel of the Agricultural Adjustment Administration, will be issued only 
from the Office of The Administrative Officer. 


Division Directors and other Officers desiring the promilgation of gens 
eral and special office orders will submit drafts thereof to The Administrative 
Officer, 


4. The publications referred to in paragraph 3 are classified as: 
Office Regulations: Dealing with permanent matters of general policy and proe 
cedure affecting the internal office operations of the Agricultural Adjustment 
Administration. 


General Office Orders: Pertaining to specific office organization and 
procedure affecting two or more divisions and of permanent importance. To be 
dated and numbered consecutively. 


Special Office Orders: Pertaining to one or more individuals, or affect~- 
ing one division or office only, but of interest to others and of a temporary 
nature. To be dated and numbered consecutively. 


Office Memoranda: Pertaining to administrative routine affecting one or 
more offices or divisions. These will be dated and numbered, 


Neneh panels 


vided) 


Office Bulletins: Will ve used for the dissemination of information 
not necessarily official in character and which may or may not affect all in- 
dividuals of the Administration. These will be dated but not numbered. 


5. It is suggested that Divisions, Sections, and Other Offices may find 
it convenient to maintain these office regulations, general and special office 
orders, etc., in ring binders, arranged serially for each reference. 


6, All letters and papers prepared under prescribed regulations, for 
Signature of the Secretary of Agriculture, will pass through The Administrative 
Officer for inspection and record and forwarding through the Administrator to 
the Secretary's Office, 


7. (a) Attention of all concerned is invited to Section VIII of the 
Office Regulations, entitled "Permanent Records". Hereafter all important 
papers and documents pertaining to the permanent records of the Administration, 
when no longer active, will be promptly forwarded to The Administrative Officer 
for classification and file. 


(0) The Chief of the Code Control and Records Section will be re- 
sponsible for the filing of all papers pertaining to codes, marketing agree- 
ments, licenses, and all papers pertaining thereto. When a code, marketing 
agreement, and/or license is finally aporoved for the industry each official 
of the Administration in whose office pertinent papers have accumulated will 
segregate the same and forward to the Code Control Section where they will be 
incorporated into a Code History with abstracts and filed there for future 
reference. 


George N. Peek, 
Administrator. 
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<a UNITED STATES DEPARTMENT OF AGRICULTURE 
Agricultural Adjustment Administration 
Washington, D.C. 


Ottober 5, 1933. 
GENERAL OFFICE ORDER NO. 4_ 


1. To effect control of the appropriations of the Agricultural 
Adjustment Administration, allotments of funds will be made to cover 
the expenses of the administrative offices, divisions and sections of 
the Administration for the current fiscal year. These allotments will 
not include rental and benefit payments, the procedure for which is 
outlined in paragraph 6 below, or funds which have been previously 
allotted to cooperating agencies. 


2. In order that allotments may bo intelligently mde, it will 
be necossary for the head of cach office, division and section to pre- 
pare an estimate of the needs of his office in the form indicated by 
the attached "Allotment Advice", Form No. 2012, and forward it to the 
Coordination Office, c/o Mr. Henry Burke, Room 3345, South Building, 
for review and the Administrator's approval. Where a section maintains 
a field service, a separate allotment should be requested for each such 
service. 


3. In preparing the estimates of funds, for the current fiscal 
year, care should be taken to see that they are as conservative as 
possidle, and it should be borne in mind that when the allotments have 
been approved by the Administrator, expenditures are not to exceed the 
amounts approved. 


4. The form contains two columns, one headed "to Sept. 30, 1933! 
and tne other "October 1, 1933 to June 30, 1934," Heads of offices, 
divisions and sections will fill in the second column only, the first 
column to be filled in by the Comptroller's Office on the basis of 
actual expenditures. 


5. Statements showing the status of allotments will be furnished 
the head of each office, division and section at the close of each month, 
beginning with the month of October, 1933. 


6. Estimates of Rental and Benefit payments dy commodities have 
previously been received from the heads of the divisions interested. 
It is now desired that, if necessary, such estimates be revised, and 
that they be reported in the form indicated by the attached "Allotment 
Advice," Form No. 2013. Tho Allotment Advice should show the total 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


October 9, 1933. 


GENERAL OFFICE ORDER NO. 4 
(Corrected Copy) 


Page 2 should read as follows: 


which it is estimated will be expended during the fiscal year, CTuLy aos 
1933 to June 30, 1934), for each commodity, and attached thereto should 
be a detailed statement of the amount which it is estimated will be ex- 
pended in each state. 


%. Estimates should be submitted so that they may be approved and 
be in the Coordinating Office by Saturday, October 14, 1935. 


8. In case it should be necessary either to increase or decrease 
the allotments during the fiscal year, "Revision of Allotment", Form 
No. 2014, will be used to request changes in administrative expenses, 
and "Revision of Allotment", Form No. 2015, will be employed to indicate 
revision in Rental and Benefit Payments. 


By direction of the Administrator. 


ROBERT DAVIS, 
The Administrative Officer. 
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which it is estimated will be expended during the fiscal year, (aly ae 
1913 to June 30, 1934), for each commodity, and attached thereto should 
be a detailed statement of the amount which it is estimated will be ex- 
pended in each state. 


”. Estimates should be submitted so that they may be approved and 
be in the Coordinating Office by Saturday, October 15, 1933. 


8. In case it should be necessary either to increase or decrease 
the allotments during the -fiscal year, "Revision of Allotment," Form 
No. 2014, will be used to request changes in administrative expenses, 
and "Revision of Allotment,! Form No. 2015, will be employed to indicate 
revision in Rental and Benefit Payments. 


By direction of the Administrator 


ROBERT DAVIS, 
The Administrative Officer. 
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Form No, 2012 

U. S. DEPARTMENT OF AGRICULTURE 
Agricultural Adjustment Administration 
Coordination Office 

Septemoer, 1933. 


ALLOTMENT ADVICE 


Division, Section or Office: Code No. 


Appropriations 


Submitted for Approval: 


Chief of Division Chief of Section 
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Total for Salaries 
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Less 15% pay reduction 23 3 AE : 
Ol Personal Services - net. He 20 HS : 
02 Supplies and Materials He Sint : 
(Explain if other than routine): eo : 
O05 Communications : Saas : 
(Explain if other than routine): 4 ee : 
06 Travel H artes 3 
(Explain basis of estimate) : : : 

30 Equipment (Explain) ; 3 


Other estimated expenditures(list: 
by standard objective classifica-% 
tion and explain where necessary 
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Total estimated expenditure 
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Explanation: 


Approveds 
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Form Nos 2013 

U.S. DEPARTMENT OF AGRICULTURE 
Agricultural Adjustment Administration 
Coordination Office 

September, 1933 


Division, Section or Office: Code No. 


Appropriations 


Submitted for Approvals: 


—— nnn 


Ohier of Division Chief of Section 


re July ly 2193S ro 
“ June 30, 1934 


Rental and Benefit Payments - Cotton petal 


Rental and Benefit Payments - Wheat 


Rental and Benefit Payments - Tobacco 


Rental and Benefit Payments - Hogs 


Rental and Benefit Pa ments - Corn 


Rental and Benefit Payments ae 


Rental and Benefit Parments 7? 
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Total estimated expenditure ane 


Explanation: 


Approved: 
Date: 


Administrator 
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Form No. 2014 
US. DEPARTMENT OF AGRICULTURE 

Agricultural Adjustment Administration 

Coordination Office 

september, 1933 


REVISION OF ALLOTIANT 


Period Covered Code No. 


— 
on 


Division, Section or Office: 


Appropriation: 


Submitted for Approval: 


Ghief of Division Chief of Section 
SSS ——————EE———————————————— Sees ae 
: na ': 
oh Decrease [Increase 
Total for Salarics os i: 
4 . ee v 
Less 15% pay reduction os as 


ce ee 


Ol Personal Services - net ane 3 5 : 
02 Supplies and Materials mae i Pe : 
(axplain if other than routine) ae 3 
05 Communications ibe nee s é i 
(Zxplain if other than routine) oe .: 
i I ae cE I 
(Sxplain basis of estimate) be ms 
30 Equipment (ixplain : ne 
Other estimated expenditures (List b ie ; a 
standard objective classification a ae 
and explain where necessary) an Ae 
Total estimated expenditure we He ay 
Explanation: 
Approved: 
Date: 


Administrator 


Se 


Form No, 2015 

U.S. DEPARTMIONT oF AGRICULTURE 
Agricultural Adjustuent Administtation 
Coordination Office 

September, 1933 


REVISION OF ALLOTIONT 


Period Covered: Code No. 
oe U0) oA TES ee ee 


Division, Scoction or Office: 


Approvriation: 
esis Hi FSB aR arn, Hi ae ts 


Submitted for Approval: 


ich oh Ties ACN Nath ME Ae 
Chief of Division Cale: of Section 


en se Sg —— 


>? Decrease 3 Increase 
Sn - a 
Rental and Benefit Payments - Cotton ou oh 
pental ana Bene Y ee eee ee oe a 
Rental and Benefit Paynents - Theat Mig si 


«se ef 
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Rental and Benefit Paynents - Tobacco 


Rentel and Benofit Payne - Hogs 


Rental and Benefit Payments -~ Corn 


Rontal and Benefit rayments ire ss s 
Rental 


ce cf 
ce ee 
se ee 
«oe cf 


end Bonefit Fayments 


Total estimated oxpenditure 


axplanation: 


Approved: 


Date: 
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UNITED STATES DEPARTMGWT oF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
Wasnington, D. Ca 
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October 2, 1933 


GENERAL OFFICE ORDER NO. 5 


Subjeets Establishment of Analysis Committee, 


There is hereby establishedg under the general direction of the 
Executive Assistant to the Administrator, the Analysis Committee, to 
be composed of J¢ Ee Dalton, Chairman, and Rg 2, Barkalow as Vice-~ 
Chairman, and such other members as may be assigned who will be 
responsible for the following functions; 


le Receives from the Director of the Processing and Marketing 
Division proposed marketing agreements under the Agricultural Adjust- 
ment Act, and codes of fair competition under the National Industrial 
Recovery Act, required by these Acts of Executive Order pursuant to 
the National Industrial Recovery Act to be filed with the Agricultural 
Adjustment Administration, submitted by interested groups of producers, 
processors, and/or distributorss 


) ce Prepares preliminary written reports on proposed marketing 
agreements or codes of fair competition, setting forth (a) the respects 
in which the proposed agreement or code fails to conform with the model 
drafts therefore and with the Administration policies as to agreements 
or codes, (b) provisions which should be eliminated as being obviously 
opposed to producers! or consumers? interests, or which obviously give 
unfair advantage to any group of processors or distributors, and (c) 
tne character of statistical and other data, to be furnished by the 
group presenting the agreement or Gode, 


3 Transmits the above preliminary written reports to the 
Director of the Processing and Marketing Division, 


| 4, Receives from the Director of the Processing and Marketing 
Division drafts of agreements or codes as proposed for formal hearing, 
accompanied by (a) the written recommendations of the division and 
administration officers who assigned personnel to participate in the 
formulation of the agreement or code, and (b) all necessary papers in- 
cluding a summ-ry by the assigned personnel covering the economic, 
legal, labor, and consumer problems involved and . statement prepared 
by the assigned legal counsel, with the assistance of the other assigned 
personnel, setting forth the nature of the evidence required to be de- 
veloped nt the formal hearing and on outline of the method of developing 
such evidence at such hearing, 


de Determines whether the requirements of Sections 402 and 403 
Office Regulations, have been complied with. 


64 Transmits the proposed agreements or codes to the Administrator 
for his action thereon with respect to the granting of a formal henring, 
together with the accompanying papers and a written report tobe pre= 
peared by the Committee (a) summarizing the action theretofore taken, 

(b) specifying any new questions of Administration policy, and (c) set- 
ting forth any other data necessary for such action. 


7+ Receives from the Director of the Processing ond Marketing 

Division (after formal hearings have been held) drafts of proposed 
marketing agreements or codes, accompanied by, (a) the written recommen- 
dations of the divisions and administration officers who assigned per- 
sonnel to participate in the formulation of the agreement or code, 

(b) a copy of the transcript of hearing, (c) a statement by the Director 
of Processing and Marketing setting forth the revisions made and the 
reasons therefor, (d) the written opinion of the General Counsel as to 
he legality of the proposed agreement, code or license and the extent 
to which the evidence in the transcript of record substantiates the 
reasonableness of each major provision, and (e) all necessary papers. 


&. Determines whether the drafts meet the requirements of section 
4o6, Office Regulations. 


9. Prepares statements, (a) summarizing the action theretofore 
taken, (bd) specifying any new questions of Administration policy in- 
volved in the revision of the proposed agreement or code or in the 
license in connection therewith, and (c) setting forth any other data 
necessary for such action. 


10. Transmits the proposed agreements or codes to the Administrator 


for his action thereon with respect to final approval, together with the 
accompanying papers. 


By direction of the Administrator. 


Robert Davis 
J 
The Administrative Officer. 
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GENERAL, OFFICE ORDER NO. 


There is hereby establisned, under the general direction of 
the Director of Processing and Marketinz, the Special Co:zmodities 
Section. Major Robert M. Littlejohn, U. §. Army, now on venporary 
duty with the Agricultural Adjustment Administration, igs nereby 
desisnated as Chief of this Section. 


The functions of the Special Commodities Section will be; 


(a) To explore and recommend methods for the renoval 
of surplus agricultural products. 


(0) To secure informal agreements with industry for 
the supply of agricultural commodities without profit 
to the azencies of the Federal Emergency Relief 
Administration. 


y (c) To act as liaison agent of the Agricul tural 
Adjastment Administration with the Federal 
Emergency Relief Administration and otner 
Federal agencies in connection with the disposition 
of surplus from commodities and products thereof. 


GEORGE N. PEEK, 
The Administrator. 
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GENERAL OFFICE ORDER NO. 7 


There is hereby established, under the direction of the 
Administrator, the office of Secretary of the Executive Council 
of the Agricultural Adjustment Administration. Woodbury Willoughby 
is hereby designated the incumbent of this office. 


The functions of the office will be: 


(a) To act as Recording Secretary and have the 
custody of all official papers of the Council. 


(vo) To assemble and compile such information 
regarding tune activities of the Agricultural 
Adjustment Administration as the 
Administrator may require for his own 
snformation or for reports to other agencies 
of the Government. 


(c) To perform such other duties as may be from 
time to time assigned to him by the 
Administrator. 


By direction of the Administrator 


Robert Davis, 
The Administrative Officer. 
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GENERAL OFFICE ORDER NO. 8 9 | UT 


° 1. When additional personnel becomes necessary, Section Chiefs 
and other duly authorized responsible officers will prepare personnel 
recommendations in triplicate indicating on the face of the sheets the 
name of the Division and Section, or Office and Section (if any), initial 
on the back of form, below the line for superior's signature, and forward 
to the Divisional Officer for action. 


wee 


e. The Divisional, or other designated superior officer, will 
sign such recommendations, if he approves, and transmit them to the Per- 
sonnel Section, Penthouse, Adminis tration Building. 


oe The Personnel Section will take the following actions: 


(a) Segregate the personnel recommendations pertaining 
to non—civil service and civil service, according 
1: to memorandum on personnel policy, dated May 12, 1933, 
) cn and signed by the Administrator and the Secretary of 
Agriculture. 
(b) Refer all cases which are doubtful to the Administra- 
tive Officer. 
(c) Refer all other cases to the Assistant to the Adminis- 
trator. 


Ue The Assistant to the Administrator will determine the need of 
establishing any new or additional positions, or filling of any vacancies 
from the standpoint of budget control. 


(a) If such new or additional positions or vacancies are 
non—-civil service, the pocitions will be classified 
as to grade and salary, in accordance with the new 
Budget Bureau Classification. 

(b) If any new or additional positions or vacancies are 
to be filled by civil service eligibles, the required 
Classification forms will be prepared, classification 
grades assigned thereto, and the forms duly signed by 
tne Assistant to the Administrator. 


The personnel reconmendations pertaining to non-civil service posi- 
tions and the personnel recommendations and classification forms pertaining 
cy to civil service positions will be forwarded to the Chief, Personnel Section. 


a. 


5+ The Personnel Section will teke the foll 


(a) Obtain the necessery approval of proposed appo 
including such excepted applicants as may be in ca 
by Phe Administrative Officer under paragraph 3 bd 
to non-civil service positions through the Special 
Assistant to The Administrative Officer. a 

(b) Obtain certification from the Civil Service Commission — 
through channels that proposed appointees to civil il 
service positions are eligible. ; a 

(c) Prepare (after completion of action 5 (a) or 5 (bd), RY 
as the case may be,) tie recommendations to the secre’ 
Form 41, and the recommendations to the Bureau of the 
Budget, Form &3 (if any), and such other forms as may 
be required for either non-Civil service and civil — 

' Service cases, . ee! 

(d) Transmit to The Administrative Officer the recommenda- __ 
tions to the Secretary, Form yi, Classification forms 
P.C.B.3 (if required), recomnendations to the Bureau — 


of the Budget, Form 83 (if required), and such other — 
forms as may be necessary. ae 


1a 
o5 


ny 


The Administrative Officer will initial the recomnendations to. 
Secretary and recommendations to the Bureau of the Budget (if any), for 
approval of the Executive Assistant to ‘the Administrator, and transmit 


these recommendations, together with the Classification forms (if any), to 
the Administrator for approval. : : ’ 


rat 


(ene Phs Administrator, if he approves, will sign the recommenda 
to the Secretary and recommendations to the Bureau of the Budget (if any 


the classification forms (if any) being attached thereto and will return — 
them to The Administrative Officer, Ei Bi 


8. The Administrati 


tions and Classification forms to the Chief, Personnel Section, for subs 
departmental action. ; 


By direction of the Administrator 


ROBERT DAVIS 
The Administrative Officer 
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GENERAL OFFICE ORDER NO. 8 (REVISED) 


1. The following procedure will be observed in submitting recom- 
mendations for new appointments, terminations, or other personnel changes 
in the Agricultural Adjustment Administration, 


2. Duly authorized responsible officers in the respective Divisions 
or Sections will prepare personnel recommendations, have same signed by the 
proper designated officer and forwarded to the Personnel Section, Office of 
Business Management. 


3. The Personnel Section will then take the following actions: 


(a) Refer all cases requiring Classification to the 
Classification Officer for proper investigation 
and Classification. 

(b) Refer all recomméndations for excepted appoint- 
ments to the Office of the Special Assistant to 
the Secretary for appropriate action. 

(c) Refer all doubtful cases to the Assistant to the 
Administrator in charge of Business Management 
for approval or disapproval. 

(d) Obtain through the Division of Appointments of 
the Department, Civil Service certificates of 
eligibles, together with applications of employees 
in the Department, from which selection may be 
made for filling civil service positions. 

(e) Prepare recommendations to the Secretary, with ac- 
companying papers, for all actions either civil 
service or non-civil service. 

(f) Transmit recommendations with daily journal of 
personnel changes to the Assistant to the Adminis- 
trator in charge of Business Management. 

4, The Assistant to the Administrator in charge of Business Manage-— 
ment will sign recommendations and the journal of personnel changes and 
forward same to the Office of the Administrator for approval or disapproval 
of the Administrator or the Acting Administrator. 


5. The Personnel Section will then release all approved recommenda-— 
tions to the Office of the Director of Personnel, Department of Agriculture, 


Bo Sg 


6. No person who has been recommended for appointment should be 
permitted to enter upon his duties until notification of approval has 
been received. Under the law, the Secretary of Agriculture has sole 


authority to make appointments. No appointment can be effective prior to 
the date of the Secretary's approval. 


7, The Secretary of Agriculture has sole authority to separate 
employees from the service or to impose leave without pay. Therefore, no 
employee should be involuntarily separated from the service, placed on 
leave without pay or furloughed, or suspended from duty without pay for 
disciplinary reasons until notification of the Secretary's approval has 
been received, Voluntary resignations do not have to be accepted by the 
Secretary in advance of the effective date. Written resignations should be 
obtained in all instances and attached to the personnel recommendation form. 


8. All persons separated from the service will be required to turn 
over all Government property in their possession, including Government 


identification cards and transportation requests. Field officers in charge 
will be held responsible for this. 
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UNITED STATES DEPARTMENT OF AGRICULTURE 1 # | 

Agricultural Adjustment Administration bOU, 8, Depa sine pee 
. Washington, D. C. | 


October 
GENERAL OFFICE ORDER NO. 9 


1. There is hereby prescribed a chart of account symbols for 
the Agricultural Adjustment Administration. 


ee Heads of offices, divisions and sections of the Administration 
are requested to sce that the account symbol shown on the attached chart 
as pertaining to their office appears on each requisition, voucher, etc., 
in the space provided for "Project Symbol". If no space is provided 
on the form the symbol should be recorded in the upper right hand corner. 


Se To illustrate: oxpensos incurrod by the Wheat Section of the 
Production Division will be codod "201 - 99 — 001," the "201" representing 
the account cymbol and "99 - 001" the District of Columbia. Expenses 
incurred by a field office, as, for example, the Boston office of the 
Licensing and Enforcement Section will be’ coded "515-14-018", 


") 


4. The attached chart is designed to show accowmt symbols with 
respect to organization wit and functional classification. State and 
County code symbols may be obtained from porphniet CReo2. 


5. The personnel section of the Administrative Office will 
immediately furnish the Office of Accounts of the Secretary's Office with 
a list - by name, grade, and salary rate - of the personnel assigned to 
each office, division and section in order that pay rolls may be set up 
in conformity therewith. A copy of the list will also be furnished the 
Comptroller of the Agricultural Adjustment Adninistration. Likewise, 
copies of notices of appointments, changes in status, and separations fron 
the service will also be furnished the Comptroller. 


6. The cooperation of all officials and employees of the 
Administration is requested in currying out the provisions of this order. 


By direction of the Adninistrator. 


A) ROBERT DAVIS, 
The Administrative Officer, 


Account 
Symbol 


LOO 


10]. 
L102 
LOS 
104 
105 


106 
107 


108 
18S, 
110 
sams 
Liz 
ELS 
114 
115 
TS 


CHART OF ACCOUNT SYMBOLS 
GENERAL ADMINISTRATION 
100:—) 199 


SEction 
Allotizent Account Of Law 
Secretary's Office 12(a) and (c) 


Office of Administrator and Coadministrator 
Administrative Office 

Coordination Office 

Legal Division 


World Trade Representative (Office of Special 
Ag Vi sor) 
Consumer's Counsel 


Information and Publicity Division 
Economics and Statistics 

Code Analysis Comittee 

Commtrolier ehOtrice 

Comtroller's Office Proper 

General ficcounting and Reporting Division 
General Auditor's Office 

Rental and Benefit Audit 

Processing and Marketing Audit 
Administrative Audit 

Cotton Audit and siccounting Division 


Claims Division 


Finance Divisiaen 
Disbursing Office 


Eouipment 


State 
County 


and 
Code 


spans) URS Me ded A so 


State:County 


O09 
a 


O01 
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PACS tay se 


State and 
Account Section County Code 
Symbol Allotment Account of law State County 
; 200 Office of Director IZ ita) and (Ce) 99 001 
201 Wheat Section 
‘ 202 Cotton Section 
203 Replacement Crops Section 
204 Hogs and Corn Section 
PAC a) Dairy Section 
206 Tobacco Section 
207 Rice Section 
208 Special Crops Section 
209 Contract Records Section 
») 210 Extension Service 
oul Bureau of Agricultural Economics 
raphe, Bureau of -inimal Industry 
213 Burcau of Chemistry and Soils 
214 Bureau of Entomology 
ALS 
' EARS 
hte 
Le 
aAle, 
220 
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Sire 
ee a a 
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Papen UeCsT LOT) 2D revel 5S 10 N FIRED 


300 - 399 


Account Section State and 
Symbol Allotment Account of Law County Code 


oe state Count: 
a 


300 Rental and Benefit Payments - Cotton 12 (a) and (b) Use 

501 " " " " - Wheat State and 
302 . ¥ : u ~ Hogs County 
303 " " I tt - Corn Code 

304 - a hh s - Tobacco Applicable 


505 '" " '" t! * Dairy 


310 Extension Service Late.) anda) I" 


Oo 


J11 Bureau of Agricultural Economics 
312 Bureau of Animal Industry 
513 Bureau of Chemistry and Soils 


Je Bureau of Entomology 


320 County Wheat Production Control Associations 12(a)and(b) ul 
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Account 

Symbol 
400 
401 
402 
403 
404 


405 


PROCESSING AND MARKHTING - DIVISION - WASEINGTON 


400 - 499 


Allotment Account 


UFiice of ti rector 

Wheat Section 

Cotton Section 

Food Products Section 

Meat Processing Section 
Dairy Section 

Tobacco Section 

Ruce Section 

specinl Crops Section 
Special Commodities Section 
Forcign Trade Section 
Fisherics Sec 
Imports Section 

Licensing and Enforcement Section 
Beverages Section 


Sugar Section 


Section 
of Low 


12(a) (>) 


State and 
County Code 


State County 


Sb, OO1 


a 


PROCESSING AND MARKETING DIVISION - FIELD 


500 - 599 
pection «State and 
Account of Law County Code 
Symbol Allotment Account State County 


8. (3) 


900 Licensing and Enforcement Office - San Francisco Use State 


2 (a) (bd) 
501 4 a , m= Portland and 
502 tt it " " = Los Angeles County 
903 i u : i kansas City Code 
904 tt i" [ " = Denver Applicable 
505 " " " "= Omaha 
506 u 4 WO sts Lows 
507 " " " ~ Chicago 
508 ib : H " = Cleveland 
DOQ 4 " ui i = Detroit 
510 " if M u - Des Moines 
oll w . " " - New York 
512 u il f "  - Buffalo 
513 n i : - Pittsburgh 
514 u if u " = Philadelphia 
515 ? “ E i - Boston 
516 “ A : Leon ekt Tanta 
517 If i ? he - Louisville 
518 " : i " = Jacksonville 
519 iH " 4 "= Richmond 
520 y iu u M ~ New Orleans 
Dek | H : " "= Houston 
O22 y 4 q ul nt eS Era 
bes *~ a : y ut - Memphis 
524 ft u uJ "= Minneapolis 
D209 i i 3 Lea argo 
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Account 
Symbol 


COOPERATING DEPARTIENTS 


600 - 699 
section 
of 
Allotment Account Law 


State and 
County Code 
State: County 


Treasury Department - Office of Treasurer, U.S. 12(a)and(c) Use 


u " - Bureau of Internal Revenue 


War Department 


State 
and 
County 
Code 


Applicable 
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REFUDS OF TAXSS 
(Oe es 


State and 
Account S) on County Code 
Symbol ww strates Coun 


ere vite Use State 


700 Refunds of Taxes (Bureau of Internal Revenue) 
And 


County 
Code 


Applicable 


¢ 
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Account 
Symbol 


800 
801 
802 
803 
804 
805 
806 
B07 
808 
BO9 


810 


REMOVAL OF SURPLUS AGRICULTURAL PRODUCTS 


800 - 899 
Section 
Allotment Accovnt of Law 
Removal of Surplus - Cotton 127 (b) 


Wheat 

Hogs 

Corn 

Tobacco 

letey Frocucis 


Rice 


State and 
County Code 


State: County 
Use 


State and 
County 
Code 


Applicable 


» 


Account 
symbol 


900 
901 
902 
903 
904 
905 


906 


Expansion of Markets 


Derk ys LON OF MARKETS 


900 - 999 


Allotment Account 


- Cotton 

- Wheat 

- Hogs 

- Corn 

- Tobacco 

- Dairy Products 


- Rice 


Section 
of Law 


Le 1b) 


State and 


County Code 
State: County 


Use 

State end 
County 
Code 


Applicable 
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October 31, 1935. 


GENERAL OFFICE ORDER NO. 10 


Hereafter, all Administration Officers, including Heads of 
Divisions, Offices or Sections will be held strictly responsible 
for seeing that no commitment is made, no changes made in con- 
tract awaiting the Secretary's siguature, nor any contract auth- 
orized which involves the expenditure of public funds until such 
commitment or contract has the approval of the Comptroller or 
his General Auditor in writing attached thereto. 


By direction of the Administrator. 


Robert Davis 
The Administrative Officer. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
Agricultural Adjustment Administration 
Washington, D. C. 


RICULTURAL SY Hf November 1, 1933 


GENERAL OFFICE ORDER NO. 11 ; 


Personnel recommendations (green sheets - Form No. AAA-37) 
will hereafter be used in all recommended changes in status of 
personnel (apvointments, extensions of appointments, promotions, 
demotions, transfers, separations, furloughs, etc.). General 
Office Order No. 8 requires this Form No. AAA-37 to be prepared 
in triplicate (one copy for division or office files, one copy 

S, for the Classification Unit file, and one copy for the Personnel 
Section file) and that the name of the division of office, section 
and unit wherein the position is located be indicated immediately 
under the item "Headquarters." All items on Form No. AAA-37 mst 
be properly filled in, except that reference may be made to 
memoranda to be attached thereto where space does not permit com 


plete data to be inserted under "Reasons for action," "Duties," 
"Education," "Employment record," etc. 


In order to facilitate action by the Administration, the 
Department, the Civil Service Commission (if required) and the 
Bureau of the Budget (if required) the data to be inserted under 
"Reasons for action," "Duties," "Education," "Employment record," 
and "Civil Service Authority," must be such as adequately to 
justify concurrence in recommendations for new appointments, 
reappointments, promotions, demotions, transfers, separations, etc. 


By director of the Administrator, 


ROBERT DAVIS, 
» The Administrative Officer. 
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November 2, 1933 


GENERAL OFFICE ORDER NO. 12 


There is hereby created, effective November,1, 1923, under 
the general supervision of the Administrative Officer, as empowered 
by Goneral Office Order No. 3, a Printing and Document Section. Mr. 
Paul R. Preston is hereby designated Chief of said Section. 

3) The functions of this Section will be: 

(a) The reception, clearing and filling of all requisitions for 
printing or duplicating of any sort within the Agricultural 
Adjustment Administration. 

(b) The distribution by mail or messenger of 211 documents and/or 
forms duplicated at the request of any office with the Agri- 
cultural Adjustment Administration. 

(c) Supplying copies of ony form or document used within the Ad- 
ministration to. any officer witnin the Agricultural Adjustment 
Administration oa proper request. 

(d) The standardization of forms and index nzumbers used by any or 


all officers of the Agricultural Adjustmont Administration. 


By direction of the Administrator 


ROBERT DAVIS 
The Administrative Officer 


Vs 


\ 
f Fi Ne AAS a 


i re u 


' 
ty Lie 


A 


3 


9) 


@ 4 


Va 4 


hau 


Cis 


UNITED STATES DEPARTMENT OF AGRICULTURE eee 
Agricultural Adjustment Administration o. 
Washington, D.» C. 


November 4, 1933. 


GENERAL OFFICE ORDER NO. 13 


There is hereby established, under the general direction 
of the Director of Production and the Director of Processing 
and Marketing, the Cattle and Sheep Section. Mr. Harry Petrie 
ot Red Bluff, California, is hereby designated as Chief of this 
Section. 


The functions of the Cattle and Sheep Section will bes 


(a) The devclopment of a program for the 
cattle industry under the marketing 
agreement provision of the Agricultural 
Adjustment Act. 


(b) The administration of the program 
adopted to represent tne Production 
and Processing and Marketing Division 
at public meetings and conferences in 
discussions relating to the livestock 
problems. 


By direction of the Administrator. 


ROBERT DAVIS, 
The Administrative Officer. 


144 
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UNITED STATES DEPARTI@NT OF AGRICULTURE 
Agricultural Adjustment Administration 
Washington, D. C. 


November 11, 1943 
GENERAL OFFICE ORDER NO. 14 
Effective immediately, no person will be allowed to 


enter on duty without having first secured written authority 


from the Personnel Office. 


3) 


By direction of the Administrator. 


ROBERT DAVIS, 
The Administrative Officer. 


® 
2) 


UNITED STATES DEPARTMENT OF AGRICULTURE 
Azricultural Adjustment Administration 
Wasnineton, D. C- 


November 14, 19 
GENERAL OFFICE ORDER NO lo. 


e is hereby established the Office of LIAISON OFFICER. 
Mr. Milton H. Pettit is desienated as such Officer. 


| 
| 


Under the direction of the Administrator, the Liaison Officer 
vill be resoonsible for negotiating matters between tre Waricultural 
Adjustment Administration aad the National Recovery Administration. 


Tre Liaison Officer will keep a complete record of activities 
and volicies of the National Recovery Administration in connection 
with codes and trade azreements insofar as they pertain to the 

ericultural Adjustment Administration. 


> His duties will include: 


(a) Discussions with Administrator and Division 
officers and representatives of the National 
Recovery Administration on policies which 
affect bota Administrations. 


(0) The coordination with the National Recovery 
Administration of hearings on codes of fair 
competition. 


to the Administrator and Division officers on 
any matters waich, in his opinion, will 
expedite and coordinate the handling of codes 
of fair competition in which the Agricultural 
Adjustment Administration and the National 
Recovery Administration Nave a joint interest. 


(c) He shall investigate and make recommendations 


By direction of the Administrator. 


eo | 
Robert Davis, 
5 The Administrative Officer. 
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Agricultural Adjustment Administration xt areas 
Wasmineton, Ds Ce. es 


November 14, 1933. 


GENERAL OFFICE ORDZR NO. 16 


No contacts with the Civil Service Comnission will be 
made by employees of the Agricultural Adjustment Administration 
excépt through the Personne) Section of the Administrative 


Office. 


The practice of sending persons to the Commission for 


») 


Certification Fo positions in the Administration will be dis- 


continued. 


By direction of the Administrator 


ROBERT DAVIS 
The Administrative Officer 
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Agricultura] Adjustment Administration } 9, 8 Dep: ment of Agriouliat® 


Washington, D. C. 


November 15, 1933. 


GENERAL OFFICH ORDER NO. 17 


There is hereby established, under the general direction 
of the Director of Processing and Marketing, a Sugar Section 
and Mr. A. J. S. Weaver is hereby designated Chief of that 
Section, in addition to his duties as Chief of the Rice Section. 


The functions of the Suenrr Section will be: 


(a) To obtain better returns to sugar growers 
through the medium of marketing agreements 
and/or codes for the industry. 


(0) To study and ahrlyze the sug-r industry cnd 
moke recommendstions to the Secretary througn 
the Administrotor for the improvement of con- 
ditions in that trade. 


ey Girection of the Administrator. 


ROBERT DAVIS, 
The Administrative Officer. 
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UNITED STATES DEPARTMENT OF AGRICULTURE j ty) a eh ene 
ry estan et le (i 
Agricultural Adjustment Administration H Me AK,” spay 


Washington, DeC, 


December?) 1933 


GENERAL OFFICE ORDER NO, 18 


Hereafter all requests for the installation or moving of 
telephones mst be submitted dy the vartous divisions, sections, 
Or units.in writing on Form A.A.A. No. } and forwarded to the 
Property and Supply Section, citing the appropriation and project 
symbol mumbers to which such services are Chargeable. After ap- 
oroval by the Administrative Office, a request will be forwarded 
to the Chief, Division ef Operation, who will, in accordance with 
Paragraph 705 of the Administrative Regulations of this Department, 
autnorize the telephone company to perform the work. A copy of 
such authorization, carrying the appropriation and project symbol 
number, will be forwarded to the Comptroller's office when the work 


is completed. 


All offices and employees of the Agricultural Adjustment 


Administration in placing long distance, or toll calls, will 

advise the telephone eperator the account Symbol number to which 
such services are chargeable. The telephone operators of the De- 
partment have been instructed to ask for this information i? not 
given before actually placing an outgoing call, or completing an 


incoming collect call. 


Strict adherence to the above procedure will facilitate 
expeditious handling of vouchers for fixed charges for tel eonone 
services and for toll charges and will eliminate mich confusion 
oad difficulty now being experienced in the administrative nudit 


of such vouchers in the Comptroller's office. 


By Direction of the Administrator. 


Robert Davis, 
The Administrative Officer. 
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RECEIVED 


Agricultural Adjustment Administration 


UNITED STATES DEPARTMENT OF AGRICULTURE | 
Washington, D. C. ' 


te JAN 4-1934 ¥ 
A oroulture 
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swe naumenen 
December LL, LIB Zecemmmuuneumumenene 


HNERAL OFFICE ORDER NO. 19 


Hereafter all administrative officers, including heads 
of divisions, officers or section chiefs, will be held strictly 
responsible for seeing that no regulation or interpretation 
of any contract or agreement is prepared for the Secretary's 
signature or for anyone authorized to sign, which in any way 
involves expenditure of public funds or is an interpretation 
of a contract or agreement under which funds may be charged 

a until such rules or regulations have been submitted for the 
iS) written approval of the Comptroller or the General Auditor 
3 of this Administration. 


By direction of The Administrator. 


Robert Davis, 
The Administrative Officer. 
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UNITED STATES DEPARTMENT oF AGRICULTURE 
Agricultural Adjustment Administration 
Washington, D. G. 


Decemper 12; 2933, 


GENERAL OFFICE ORDER NO. 20 


Effective this date, the Reporting Section of the office 
of the Administrative Officer is abolished. The present personnel 
of this Section is hereby placed under the general supervision 
of the Stenographic Pool ~ as a unit thereof - until further 
notice. 

The reporting of Informal Conferences will be discontinued. 
However, if the reporting of all or part of any particular 
Pcedeenes is deemed necessary, this service may be obtained by 
a request on the Stenographic Pool. 


By direction of The Administrator, 


Robert Davis, 
The Paministrative Officer. 
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December 20, 1933 


GENERAL OFFICE ORDER NO. 21 


1. The Office of The Administrative Officer is hereby 
abolished, effective immediately. 
ce T. Weed Harvey is hereby designated as Assistant to 
Administrator. In addition to his other duties he will have gen- 
eral charge of the Office of Business Manageme nt, which is hereby 


established, effective at once. 


Gre Sic Davis 
Administrator. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
Agricultural Adjustment Administration 
Wasnington, D. Os 


December 22, 1933. 


GENERAL OFFICE ORDER NO. <2 


Tae personnel and duties of the Special Commodities 
Section of the Processing and Marketing Division are hereby 
transferred to the Office of the Comptroller, effective at 


once. 
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G.0C. DAVIS, 
ADMINISTRATOR. 
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UNITED STATES DEPARTMENT OF AGRICULTURE 
Agricultural Adjustment Administration 


Washington, D. C- 


December 28, 1933. 
GENERAL OFFICE ORDER NO. 33. 


General Office Order No. 1 and that part of General office 


Order No. 2 as they relate to classification work are hereby re- 


voked and all such work is hereby transferred to the office of the 


Assistant to the Administrator. 


On Ca DAVIS: 
ADMINISTRATOR . 
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